DOCOHENT BESOHE 



BD 103 582 CE 003 136 

AUTHOB Dittenhafer, Clarence A.; Lewis, James P. 

TITLE Guidelines for Establishing Career Resource 

Centers. 

IHSTITOTION Pennsylvania Research Coordinating Unit for 

Vocational Education, Harrisburg. 

PUB DATE Dec 73 , 

UOTE 60p. ; One page of photographs removed because they 

will not reproduce in microfiche 

EDRS PRICE MF-$0.76 HC-$3.32 PLUS POSTAGE 

DESCRIPTORS Administration; *Career Education; ♦Facility 

planning; *Guidelines; *Resource Centers; Resource 

Materials 

ABSTRACT 

Experience with five pilot career resource centers 
(CRC) in Pennsylvania has provided the basis for these general 
guidelines for the successful installation and operation of a CRC. 
The purpose of a CRC (to provide career information to students, 
faculty, parents, and the community) is reflected in its objectives, 
which must reflect the concerns of its particular clientele. General 
objectives are outlined and the terms career development, career 
information, and career counseling are defined. General procedures, 
to be adapted to lo-^al needs, include surveying the clientele, 
collectiny informational resources, establishing an advisory 
committee, integrating career information into the instructional 
program, and publicity. Administrative concerns include investigating 
funding, planning for and hiring personnel, including volunteers, 
planning facilities, and obtaining materials and equipment. An 
evaluation plan must be developed to determine the effectiveness of 
the CRC. Appended materials include a use inventory; lists of 
recommended standard reference works, sources of occupational 
information, audio-visual resources, and equipment (including vendor 
and description); a career unit outline; promotional materials from 
four CRC's; a budget outline; suggested room layouts for a CRC; an 
address list of Materials and equipment suppliers; and several 
questionnaires, inventories and rating forms. (SA) 
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INTRODUCTION 

Studants must make choices, decisions and life plans In many stages from kindergarten 
through grade 12. Decisions made In the process of career development are based upon available 
Information about employment opportunities, self-knowledge, parental Influence and school experi- 
ences. Since persistent changes In technology and society are rapidly modifying career opportuni- 
ties, career planning Is becoming an Increasingly complex process for students contemplating entry 
Into the working world. Many students. If unaided, cannot be expected to acquire an accurate under- 
standing of the complexities of occupational life. 

Schools provide the Instructional function of directing a pupil's attent^^ to subject 
matter outside himself. Guidance and counseling services help each child progress through develop- 
mental stages with recognition of unique Individual patterns. Included In the service Is the pro- 
vision of Information for self-evaluation with reference to educational and vocational opportuni- 
ties accessible to students. Establishing a career resource center In the local educational agency 
will provide relevant Informational Inputd Into students* career decisions. 

The guidelines published herein suggest the procedural steps necessary for the successful 
establishment of a CRC In a local educational agency. The guidelines are an outgrowth of experi- 
ences gleaned from the establishment and evaluation of five pilot centers In Pennsyl-^anla. Opera- 
tional for three years, the centers were developed %rlth funds provided through the Research Coordi- 
nating Unit under Section 142(d) of Part D of P.L. 90-576 (Vocational Education Amendments of 1968). 

The inpvit Information for the guidelines are derived from two primary sources: (1) the CRC 
evaluation conducted by the Pennsylvania Department of Education and (2) the directors of the five 
operational CRCs at the following locations: 

Greater Johnstown AVTS State College Area School District 

445 Schoolhouse Road 131 West Nlttany Avenue 

Johnstown. PA 15904 State College, PA 16801 

North Hills School District Tork County AVTS 

4900 Perry Highway 2179 South Queen Street 

Pittsburgh, PA 15229 Tork, PA 17402 

Springfield Sch^l District 
111 West Leamy Avenue 
Springfield, PA 19064 

The guidelines should be considered as providing valid general Information for the success- 
ful installation and operation of a CRC. Revisions in various sections of the guidelines may be 
necessary because of local conditions and the clientele being served. 



PURPOSE 



The putpose of a career resource center is to provide career InforMtion to utudects, 
faculty I parents and others. The information must be current » accurate and readily understood by 
the consumer. Further » the CRC has the responsibility for determining *.he informational needs of 
its cliuntele and providing career materials to meet the needs. 



OBJECTIVES 

Each CRC inust formulate specific objectiven reflecting the concerns of the center's pro- 
spective clientele. However, the following general objectives are inherent in any center's oper- 
ation: 

1. To collecti evaluate and disseminate accurate and relevant career information. 

2. To provide assistance to the center's clientele in locating, evaluating and 
using career information. 

3. To help students integrate self-knowledge with relevant career information by 
providing counseling services. 

4. To assist the faculty in integrating information into their instructional activ- 
ities to support the student's career development. 

5. To assist parents in becoming active, concerned and understanding participants 
in the career development of their children. 

6. To utilise community resources in fostering a better understanding of the rela- 
tionship of education to work. 



DEFINITIONS 

1. Career Development ! Those aspects of the continuous unbroken flow of a person* s 
experiences necessary to develop an occupational identity. 

2. Career Information : Includes current, accurate and relevant resources related 
to the world of work. The term ''career information" is used in li^xi of the 
more frequently encountered ^'occupational information" to emphasise the fact 
that data concerning training and educational programs leading to specific 
careers is an integral part of the field. 

3. Careei Guidance and Counseling ; The process of assisting the individual to 
understand accurately both himself and the world of work — in particular, the 
specific educational and vocational requirements of carears in which he may be 
interested and for which he may be qualified. Finally, help is given at the 
point of entrance into further training or actual placement in the career field 
most appropriate for him. This dynamic and ongoing process of vocational guid- 
ance and counseling is based on the assumption that an individual actually 
reaches his ultimate career choice through a series of experiences and result^- 
ant decisions over a period of years. 
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PROCEDURES 



In order to accomplish the previoualy stated objectives, the CRC staff will need to develop 
and/or coordinate numerous activities. The specitic procedures in each CRC will be formulated 
around the educational setting housing the center. For example, the activities of a CRC in a 
junior high will differ from those in a senior high school. Recognizing that differences do exist, 
the intent of the following suggestions is to provide general guidelines for formulating specific 
programs . 



Surveys 

The success of any CRC will be determined by the center^s capacity to service its clien- 
tele's informational needs. Thus, an inherent first step in establishing a CRC must be an infor- 
mational needs assessment of the various audiences to be served by the center. The following 
groups are basic to a CRC's needs assessment. (Appendix A) 

Students* The prime responsibility of the CRC is to meet the career information needs of 
the students. In many cases the needs must be determined through objective surveys of the student 
body or sample thereof. The surveys may take the form of short questionnaires, standardized 
career interest surveys and/or student interviews. 

Faculty. In surveying the faculty, one attempts to ascertain the availability and utiliza- 
tion of career information In the instructional program. The survey results serve a« input to 
develop viable techniques for integrating career information into the instructional program. 

Community* While the CRC primarily services students* needs, it cannot neglect the career 
information requirements of the community. Community survpys can serve a twofold function. First, 
the CRC personnel learn how to meet the informational needs of the community. Secondly, important 
resources can be identified for future use on career days or special presentations. 



Informational Resources 

The informational r^^eds assessment should guide the CRC staff in securing the humen and 
material resources necessary to serve the center's clientele. Each center will be somewhat unique 
in the resources it assembles; however, the items below seem common to all centers. 

Standard References* The occupational and career information contained in a CRC should 
begin with a basic collection of publications. These publications are the ones most frequently 
utilized by guidance personnel and others who utilize career information. (Appendix B) 

Specific: Occupational Sources* The variety and number of resources collected and cata- 
loged relating to specific occupations will be determined by the center's specific objectives. 
The materials can be organized to reflect occupational clusters, instructional offerings, occupa- 
tions as listed in the Dictionary of Occupa ti onal Titles or other equally valid classification 
system. (Appendix C) 

Audio-Visual Resources * A center should contain a collection of occupational tapes and 
sound filinstrips. These materials will provide supplemental information for students having 
reading difficulties. Audio-visuals are useful in stimulating student use of the CRC. (Appendix 
D) 

Career Consultants * Guidance personnel have typically used consultants for career day 
presentations and similar activities. In the CRC the career consultant is utilized when a suffi- 
cient number of students (10 to 20) express an interest in knowing more about a specific occupa- 
tion. Information provided by the career consultant can help studentu become more aware of occu- 
pational realities* 

Since the career consultant is a realistic role model of a specific Job, an Identification 
process occurs between student and consultant. Thus, the student's encounter with a career con- 
sultant becomes meaningful only when the consultant presents his career realistically to the stu- 
dent* Otherwise students become easily misdirected and perhaps infatuated with a Job or career* 
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Helping students understand that hard work and achievement are the best indicators of a ^ood 
empluye should be the major task of a career consultant* These are the traits that an cnployer 
evaluates continuously and uses as a basis for promotion or release. Relatiug the information in 
the form of liard facts would best be accomplished by exposing students to the consultant *i« per- 
sonal job experiences* 

Information provided by the career consultant can help studeuts become more avare of voca- 
tional i^alivies. The student can b«igin to formulate decisions based upon the information inputs 
from the career consultant* By integrating the career information with self-knowledge, a student 
is better prepared to make a valid career decision* 



Establishing a CRC Advisory Committee 

A first step in mak^.ng the CRC relevant to the clientele is the establishment of one or 
more advisor)* committees* Tnc number and makeup of the commit tee(s) will be determined by the 
local situation* Although zhe advisory committee(s) is (are) not an administrative body, it can 
advise the center's professional staff on various operational procedures for the CRC* 

The advisory committee should include students, teachers, parents, counselors, administra* 
tors and representatives from business and industi7* The following suggestions might be consid- 
ered specific functions an advisory* committee could perform: 

• Assist in the development of the center's objectives* 

• Establish liaison with business and industry* 

• Make recommendations on equipment and occupational material purchases* 

• Advise on the budget necessary to maintain the center* 

• Assist in developing research designs for evaluating the center* 
« Assist in locating funds for the center* 

• *\Bsist in promoting career education programs in the school district* 

Soms suggested sources for securing advisory conmittee members are as follows: 
1. The adult advisory committee might include representatives from the following 



or 


similar groups: 


• 


Bureau of Employment Security 


• 


Manufacturers Association 


• 


Guidance Department 


• 


faculty 


• 


school administration 


• 


school librarian 


• 


coordinator of adult education progr 


• 


business and Industry 



2* The student advisory commit tee should Include representatives from the follow- 
ing: 

• Student Council 

• claes officers 
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• student organlsatlonB 



• students working in Industry 



Faculty Integration of Career Information 

A most important function of a CRC is to act as a viable vehicle for integrating ciireer 
information into an ongoing instructional program. Numerous mechanisms can be developed for 
obtaining faculty support of the CRC*s involvement in curriculum* In-service workshops could be 
a first step toward gaining faculty acceptance. Suggested materials for integrating career infor** 
mation into an instructor's lesson plans could be another service. (See Appendix e for a sample 
lesson plan for integrating CRC information into the curriculum*) Faculty and admiristration 
involvement is essential to the succeas of any CRC. 



Publicit y 

The CRC personnel, in addition to being knowledgeable about career information* must also 
conduct a public relations program. The program will provf.de students, faculty and the public 
with current and accurate descriptions of the center's activities* News releases i pamphlets, 
audio-visuals and community presentations are a few ways to keep people Informed* (Appendix F) 



ADMINISTRATION 

Fund i nk 

The potential for acquiring supplemeutal reimbursement for a CRC should be investigated by 
the school administrator. In addition to federal, state and local funding., administrators may be 
able to arrange for other sources of revenue for various activities. Private foundations and 
local civic organizations may be potential sourcer of funds. The initi/il cost of establishing a 
CRC will depend on local conditions and the extenaiveneas of the center's activitieii« (See Appen- 
dix G for an estimated budget*) 



Personnel 

The ultimate success or failure of a CRC may depend upon the personnel hired to operate 
the center. The center's director and/or career resource specialist are usually traine:'' profes- 
sionals with backgrounds in guidance and counseling. He must be knowledgeable about changing 
career patterns in the local area as well as national trends* The personal resources brought to 
the job b:* the director should foster the development of cooperative relationships with administra- 
tors, faculty and students* The "director must relate well to atudsnts while being treated as 
equal by peers. 

Specific duties a CRC dii ctot should include: 

s Establish a systMi for acquiring necessary resource informai:ion* 

s Develop a workable clasiif ication and storage system so that resource informa- 
tion is readily accessible vfhen n*^eded* 

e Establish and maintain a good system of coflnunications with all members of the 
faculty, counseling staff, administration and advisory commlttss(8) . 

e Develop and maintain good rapport with the student body so that students feel 
free to take advantage of the center's services* 

• Establish a system in cooperation %dth the administration to provide students 
with the necessary rslsaaed time to use the center* 



m ^trf^n rnffrrnlD from faculty, the adminlBtratlon and couniieling staff » and when 
i^iiif^iiniin Uriiji persona making referrals informed concerning services rendered 

is ttrtvAfllfiti' and maintain a good mrking relationship with the school librarian* 
Si KMpp career information current. 

• Work closely %d.th the industrial and distributive education coordinators in 
assisting students with Job placement. Placement acti^ties will necessitate 
involvement with cooperative work programs, vork^study programs, ftill-time 
employment after graduation and part-time employment vhile attending school 
and during sunner vacation. 

• Visit all shops and classrooms to acquaint students and vocational instructors 
with services available at the CRC. 

• Keep a record of all students visiting the center and the services rendered. 

• Conduct follov-up surveys in order to determine the effectiveness Qf the center. 

• Prepare a monthly report on the center's development and use. 

s Report to faculty periodically (approximately tvo or three times per year) on 
activities and services availabLa at the center. 

• Prepare public relations releases for the local press. 

• Become acquainted with the business/industrial community in the area. 

• Be available to meet vith civic, cosBunity and industrial groups In order to 
acquaint them with the CRC. 

Supportive staff vlll be needed as the CRC asstaes increasing numbers of responsibilities. 
The supportive staff might include a paraprofessional with on-the-job training in the day-to-day 
opsration of the center. The person may be required to perform routine de^^lcal duties and assist 
studsnts vith information searches. 

The paraprofessional might also supervise studsnt assistants in ths CRC. Thus, the direc- 
tor will be released to perform other activities such as integrating carssr information into 
instructional progrsM, dsvsloping community rssourcss, providing the counseling staff vith exper- 
tise in career guidance activities and dsvsloping a public awarsness of CRC actlvltlss. 

The following suggestsd activities might bs performed by the paraprofessional: 

e Work vith studsnts, individually and collsctlvsly, in ths salscti'Jtt and uss of 
career information. 

e Assist counsslors, faculty and othsr significant groups in the eelectlon and 
use of appropriate career information mstsrials* 

e Hslp establish linss of communication vith persons and groins involved in the 
operation of the CRC. 

r Correlate CRC services vith other school and guidancs functions* 

• Belp organiss systematic procedures for the selection, collection, cataloging, 
utilisation and dissemination of materials* 

• Provide the necessary orlsntation actlvltlss to fully dsfins ths purposs of 
ths CRC to students, faculty, parsnts, etc. 

e Develop activities (e.g., consultant visits, fisld trips) for the utilisation 
of human resources. 

e Evaluats ths opsration of ths CRC. 



Volunteers 



Budgetary constrai'Jts in most school districts often create pioblenis In adequately staff- 
ing a CRC. The use of volunteers may provide an answer to the staffing problem without increasing 
the operational cost of the center. Volunteers can come from inside or outside the school. 

Students will comprise Che major portion of in-school volunteers. Students who have uti- 
lized the CRC for a year or more should be knowledgeable about its operation, They can provide 
valuable assistance to younger students in locating and using the resources in the center. Stu- 
dent volunteer^ can provide valuable assistance to the center's director by helping with the daily 
housekeeping chores in the center; e.g., filing leroxing. 

Community residents are another potential source of volunteer workers for a center. The 
outside volunteer performs a dual function in the center. First, the volunteer complements the 
regular staff in the center. Thus, with minimal training (usually by the center's director), the 
community volunteer will be able to do many functions in the center. A second role for the out- 
side volunteer is that of a liaison between the center and the community. The volunteer will pro- 
vide many inputs relative to resources potentially available to the CRC. 

Both student and community volunteers can be a valuable addition to any CRC; however, cer- 
tain precautions must be observed: 



• Volunteers must be thoroughly familiar, either through training or exposure, 
with the center's operation. 

• Volunteer responsibilities in the center should be limited to routine tasks 
such as gathering, cataloging and maintaining information; referring clients 
to proper persons or agencies and assisting in general clerical duties. 

• Outside volunteers should be sensitive to the diverse personality and cultural 
differences in the center!s clientele. 

• Volunteers should not make course or career recommendations to clientele. These 
Judgments should be made by the students after carefully considering all infor- 
mational inputs . 

• Volunteers should minimize talking about themselves but rather be aware of and 
respond to clients' interests and needs. 

• Volunteers should always provide assistance relative to alternative decisions 
in a positive and optimistic manner. 

• Volunteers should recognize the extent of their ability to assist clients. 
Situations beyond their capability should be referred to staff professionals. 

• Student volunteers should not be permitted to use the CRC as an escape mecha^ 
nism for a previously scheduled study hall. 

• Volunteers must continually update their knowledge of new materials and/or 
information placed in the center, 

• Volunteers will eajoy their work to the extent that they have a continuing 
commitment to help youth through the decision-making process. 



Facilities 

In order for the CRC to function effectively, it is essential that adequate physical facil- 
ities be provided. The CRC should be tastefully decorated and furnished. Suitable colors, com- 
fortable chairs and work stations, pictures, bulletin boards and the like will contribute toward 
desirable psychological atmosphere. To serve the activities and store materials and equipment, the 
room set aside should be approximately the same size as a regular classroom. 

The ideal location of the CRC would be in close pro/.imity to the other guidance facilities 
of the school. The concept that the center is a part of the total guidance effort of the school is 
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•nh«nc«d by auch a phyaical arrangaMnt* (Sm Appandlx H for aaapla Uymta Ukcn dlractlj tvcm 
oparatlooal CKCa in PcnnajlyaiiiaJ 



Matariala and Equipaiant 

Aftar tha lay.nit and location for a cantar la dat«niln*d» provialooa ahould b« Mde for tha 
nacaaaary caraar Mtarl4J.a and aqulpaant. 

A nacdaaarj flrat atap In Initiating (JlC la to datarwlna praaantly axlatlng raaourcaa. 
Araaa containing tha aatariala alght Induda tli^ library, counaaling dapartaant and faculty rooa* 
Tha matariala imcovarad auat ba ravlavad curafull/ to dataralna currant ioportanctt, accuracy and 
ralavaacy« 

Tha qulckaat ii -y to aatabllab a library la to buy coMardally-publlah^d aatarlala* Saiv- 
aral publlsh^ra hava producad aata of occupational brlafa, paaphlata and cAra«r gaaa vhlch covar 
many of tha popular ccdtpationa* (Saa Appandlx I for tha major publUhara of .occupational Infor- 
matlonO Fraa caraar information mntariala may alao ba acquDcad from A n«br.r of atmta, fadaral 
and ptiviita aganciaa« 

Ona of tha moat difficult problama in atarting a CRC la dadding on appropriata mmtatlala 
and aquipnant. Thora k^:e many vandara with aimllar producta. Givan a budgat cooatraint, it la 
impoaalbla to purchaaa all of tha popular caraar matariala and 3quipmant. Thm Pcanaylvanla RCD 
raallied tha problam and davalopad a Hat of baaic aquipmant nacaaaary for aatabliahing a CIC. 
(Appandlx J) 



EVALUATION 

In ordar to datarmlna tha affactlvanaaa of ..ha CRC, a daar and comprahanalva evaluation 
plan ahould ba davalopad by tha cantar •a ataff and advlaory coaadttaa. Tha tachniquaa uaad in 
evaluating a cantar art datarminad by tha objactlvaa. Both procaaa and product evaluation ahould 
ba conaldarad. 

In davaloplng an evaluative plan for a CRC, the follonrlng quaationa need to be anavered 
about the center* a functiont*. 

a Hov effective ia tha CRC in collecting, evaluating and utiliaing career informa- 
tion? 

a Hov effective ia the CRC in helping pupila locate and uae career information? 

a Bow effective ia the CRC in helping pupila to integrate aalf^-knoirladga with 
career information? 

a How aucceeeful waa the CRC in aaaiating the faculty to integrate career informa- 
tion into tha ongoing inatructional program? 

a Did the CRC eucceaafully help parenta become active a A concamrd with the cereer 
development of their diildreo? 

e What attltudiiiAal changee took place in the center *e clientele? 

e Vhat ie tha coet/benefit ratio for operating the center? 

In order to eecure the anawere to the above queetiona and o there of local importance, car- 
tain inatnmmtitation needa to be conaidered. If product maaaurement ia the major goal of the «val 
uation, ona or more of the following ahould be helpful t 

1. Aptlti^ Batterlee - Aptitude taate are deelgned to predict euccaee in eoni 
occupational or training couraat Combined with Intereat iflivMtoriaa, 
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achievement te!it8» school grades and other variables » aptitude tests will help 
stuJenta narrow their career deci&^^ns and plans. 

• Differential Aptitude Tests (DAT) 
Psychological Corporation 
Range: Grades 8 to 12 

The DAT consists of 12 tests measuring seven aptitudes: verbal reasoning » 
space relation^) numerical aptitude, abstract reasonings mechanical rea- 
sonings clerical speed and accuracy, and language usage. 

• Flanagan Aptitude Classification 
Science Research Associates, Inc. 
Range: Grades 9 to 12 and Adults 

Thi8 test measures 19 aptitudes directly related to the following vocations: 
inspection, coding, memory, pracision, assembly, scales , coordination, 
judgment and comprehension, arithmetic, patterns, components, tables, 
mechanics, expression, reasoning, ingenuity, vocabulary, planning and alert- 
ness. Each aptitude is keyed to specific occupations. 

• General Aptitude Test Battery (GATB) 
U.S. EmployuieuL Jervicc 

Range: Grade 12 and Above 

The GATB measures dimensional space, speed, 3-D space, arithmetic reasoning, 
vocabulary, mark making, form matching, pegboard and finger dexterity. Each 
aptitude is keyed to specific occupations. 

Vocational Maturity and Work Values Instruments - The CRC program may be eval- 
uated in terms of the vocational maturity or work values of its users as deter- 
mined by pre- and posttests. The following dimensions have been suggested aa 
being components of vocational maturity: 

• orientation to ^'ocational choice 

• information and planning about the preferred occupation 

• consistency of vocational preference 

• crystallization of traits 

• wisdom of vocational preferences 

The instruments below can be used to measure a student's degree of career devel- 
opment : 

• Vocational Development Inventory (VDI) 
CTM/McGraw-Hill 

Range: Grade 7 to Adult 

The VDI measures the degree of consistency of vocational choice, wisdom of 
vocational choice, vocational choice competencies and vocational choice 
attitudes. 

• Work Values Inventory (WVI) 
Houghton-Mifflin Company 
Range: Grade 7 to Adult 

The WVI is concerned with measuring values relating to success and satisfac- 
tion in work. The 15 values assessed are: intellectual stimulation, job 
achievement, way of life, economic returns, altruism, creativity, relation- 
ship with associates. Job security, prestige, management of others, variety, 
aesthetics I Independence, supervisory relations and physical surroundings. 
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• Pennsylvania Occupational Quaationnaira (POQ) 
Pennsylvania Dapartmant of Educatioa 
Ranga: Gradaa 3, 9 and 11 

The POQ maasuraa student knovledga of Job activities, raqulreaants, working 
conditlona and Job aelection* 

e Cognitive Vocetional Maturity Test (CVMI) 
Author: B* W* Westbrook 
North Carolina State University 
Range: Grade 7 and Above 

The CVHI is designed to measure career knowledge in the folloving areas: 
Job selection, working conditions, education required, attributea required 
and duties of occupationa* 

3* Iwterest Inventories * The major objective of interest inventories is to help 
students to relate their personal intereats to occupational areas, clusters 
or to specific Jobs* Interest inventories should be used in conjunction with 
aptitude batteries, achievement test#, school gradaa and other variablea. 

t Gordon Occupational Check List 
Harcourt, Brace and World, Inc* 
Range: Grade 9 and Above 

The Gordon Occupational Check List is composed of 240 activities performed 
in many different kinds of Jobs* The activities are organised into five 
general interest areaa: buainesf«, outdoor, arts, technology and service. 

, • Kuder Preference Record - Vocational 

Science Research Aaaociates, Inc* 
Range: Grades 6 to 12 

The Kuder Preference Record - Vocational measures vocational interests in 
outdoor, mechanical, computational, scientific, persuasive, artistic, 
literary, musical, social service and clerical* 

• Ohio Vocational Interest Survey 
Harcourt, Brace and World, Inc* 
Range: Grades 8 to 12 

The Ohio Vocational Interest Survey includes a student information' question* 
naire and an interest inventory* The inventory provides a score on 24- gen^^ 
eral work areas and shows a relative strength of interest in the Job activi* 
ties described* 

Process measurement is important to develop ways of assessing the day-to-day operation of 
the CRC. Feedback questionnaires, attitude surveys and equipment evaluation forma are essential. 
The results of the process evaluation can be used to redefine the objectives of the CRC. (Appendix 
K contains a number of instruments that were used in the evaluation of the five model CRCs in 
Pennsylvania* ) 

Regardless of what kind of evaluation design or instrumentation uaed, certein general steps 
should be followed: 

1* Establish a need for the evaluation* 

2* Define the basic objectivea and deaign operational questions that are both 
product and proceas baaed* 

3* Select and/or develop instruments for both product end process data collection* 

4* Select appropriate statiatical procedurea and deaign* 

5* Analyse the data end report the reaulta* 

6* Make recomMndetiona for improving the efficiency of the center* a operation* 
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CAREER RESOURCE CENTER STUDENT USE INVENTORY 



1« What grade are you in? 

2. Have you visited the CRC7 

3. If you have used the center, how many times have you been there? 

4. Did you come in to look tor specific information or Just to browse? 

5. Were you able to find information of interest to you? 

6. Did you visit the center on your own or because it was suggested to you by a 
teacher or counselor? 

7t Do you have any suggestions as to how the center could better serve you? 

CAREER INFORMATION QUESTIONNAIRE 
Name : 

1. I am presently in the grade. 

2. My program of study here at York AVTS is 

3. The academic subject I enjoy most is 

4. The academic subject I like least is 

5. The part of my work program I like most is 

6. The part of lu/ work program I like least is 

7. My greaf:cat weakness is 

8. My greatest strength is 

9. In my work program I «n most skillful at 

10. If I had an opportunity, I would like to work for 

11. I would like career information about 

12. My part-time Job is 

13. When applying for a Job I most fear 

14. After graduation I hope to 

15. After graduation my parents want me to 

16. I spend most of my spare time 

17. My hobbies are 

18. Do you plan to stay in the York area to work after graduation? 

19. Concerning my career, 1 would like my counselor to help me 
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CAREER CONSULTANT SURVEY 



An excellent way to learn about an occupation is to talk with someone who works in that 
occupational field. 

Listed below are some occupational fields. If you would like to meet with a person working 

in a particular occupational field, please complete this form and return it to the CRCt 

If a sufficient number of students express interest in an occupational field, the CRC staff 
will arrange for a speaker to visit our school and discuss career opportunities. 



Name : Homeroom: 



I am interested in meeting with a representative knowledgeable in the following occupa- 
tional field(s): (Check three or less) 



1. 


Accounting 


2. 


Advertising 


3. 


Agricultural Engineering 


4. 


Agricultural Extension 


5. 


Agronomy 


6. 


Armed Forces (Specify branch) 


7. 


Architecture 


8. 


Art, Commerical 


9. 


Automotive Repair 


10. 


Automotive Sales 


11. 


Banking 


12. 


Barber ing 


13. 


Biology 


14. 


Building Construction 


15. 


Chemical Engineering 


16. 


Civil Engineering 


17. 


Chemistry 


18. 


Computer Programming 


19. 


Cosmetology 


20. 


Dentistry 


21. 


Drafting 


22 . 


Electronics 


23. 


Floriculture 


24. 


Geology 


25. 


Guidance Counseling 


26. 


Health Services 


27. 


Horticulture 


28. 


Hotel/Motel Occupations 


29. 


Industrial Engineering 


30. 


Interior Decorating 


31. 


Journalism 


32. 


Landscape Architecture 


33. 


Law 


34. 


Library Science 


35. 


Marketing 


36. 


Mechanical Engineering 


37. 


Medicine 


38. 


Nursing 


39. 


Optometry 


40. 


Physical Education 


41. 


Psychology 


42. 


Public Service 


43. 


Radio/TV Broadcasting 


44. 


Restaurant Management 


45. 


Social Service 


46. 


Teaching 


47. 


Theatre Arts 


48. 


Veterinary Medicine 
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BEST COPY AVAILABLE 



STANDARD REFERENCES 



OoQupational Guidanoe, 

Contents: The Occupational Guidance series is designed to answer career questions for all stu- 
dentSi The publication presents material of interest to students who plan to enter 
the work force after high school graduation as well as those who will enroll in 
colleges. There are five Occupational Guidance units available: Unit IB, Unit 2B, 
Unit 3B, Unit 4A and Unit 5A. Each unit consists of eight volumes containing 20 job 
descriptions for a total of 160 monographs per unit. To keep up-to-date in a rapidly 
changing world, one unit is revised each year; obsolete titles are removed and new 
careers described. 



Cost: One unit $ 39.50 

Two units 79.00 

Three units 118.50 

Four units 158.00 

Five units 197.50 



Contact: Finney Company 

3350 Gorham Avenue 
Minneapolis, Minnesota 55A26 



ArKeHaan ^'unicr* Col'Logr^s ^ 8th Ed. 

Contents: The guide lists 14,000 programs in approximately 500 curriculum areas. A valuable 
resource for any career center. 

Cost: $18.00 

Contact: American Council on Education 
1 Dupont Circle 
Washington, D.C. 20036 



:UecQiate:l Publisher's Cxtalog 

Contents: Lists guidance materials from 1,000 different sources. 
Cost: Free 

Contact: Associated Publishers 

Guidance Publications Center 

355 State Street 

Los Altos, California 94022 



Contents: The guide provides facts about programs, admission requirements, costs, financial aids 
and vocationally-centered programs in two-year colleges as well as technical and voca- 
tional institutes. 

Cost: S?.80 

Contact: Barron's Educational Series, Inc. 
113 Crosswayj^ Park Drive 
Woodbury, New York 11797 



Contents: Annotated bibliography of hundreds of federal and state publications selected for their 
value to counselors. 
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Cost: 



$1.00 



Contact: Superintendent of Documents 

U.S. Government Printing Office 
Washington, D«C. 20402 

COKnaelor's Information Service 

Contents: A quarterly annotated bibliography of current literature on education and vocational 
guidance. 

Cost: $7.00 

ContacC: B'Nai B'Rith Vocational Service 
1640 Rhode Island Avenue » N.W. 
Washington, D.C. 20036 

Cowles ' Guide to Careers and Professions 

Contents: A compleie guide to career planning which Hsrs more than ^0 careers and professions 
requiring college training and includes information about salaries, opportunities for 
promotion, education and training requirements plus indep^h descriptions of careers 
from accounting to veterinary medicine and a special section on planning a college 
schedule for the career desired. 

Cost: $3.95 

Contact: Cowles Education Corporation 
Look Building 
488 Mission Avenue 
New York, New York 10022 

Direatory of National Trade <fi Professional Associations of the United States 

Contents: Names, addresses, secretaries, size, publications and annual meeting dates of more than 
4,000 associations. Each is a potential source of occupational information* 

Cost: $12.50 

Contact: Columbis Books 

917 - 15th Street 
Washington, D.C. 20005 

Direatory of Vocational Training Souraes 

Contents: The directory is intended to help guidance counselors, librarians, school officials, 
students and other interested persons locate sources of vocational training in the 
local community, the state or the United States as a whole. 

Cost: $3.75 

Contact: Science Research Associates, Inc. 
259 East Erie Street 

Chicago, Illinois 60611 or write to your local Science Research Associates repre- 
sentative* 

Educator's Guide to Free Guidance Materials 

Contents: Classified, annotated list of films and printed materials on occupational information* 
Codt: $7.50 
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Contact: Educators Progress Service 
Randolph, Wisconsin 53956 



The Enayclopedia of Careers and Vocational Guidanoe^ 1967 
Volume I, Planning Ydur Career 

Contents: Volume I discusses the important areas of work; i.e., Job, families. 

Volume II, Careers and Oooupations 

Contents; Volume II gives information about specific careers. 

Cost; $21.65 for both volumes 

Contact: J. G. Ferguson Publishing Company 
6 North Michigan Avenue 
Chicago, Illinois/ 60802 



Graduate and Profeseionat School: Opportunitiee for Minority Students 

Contents; A comprehensive guide to schools offering programs for minorities. A 240-page listing 
of 910 programs in 317 institutions. 



Contact: Information Services 

Educational Testing Service 
Princeton, New Jersey 08540 



Job Guide for Young Workers, 1969^70 

Contents: The publication provides up-to-date job information to assist counselors to be more 
effective in counseling clients. 

Cost: Unavailable 

Contact: U.S. Department of Labor 

U.S. Government Printing Office 
Washington, D.C. 20402 



Lovejoy^s Career and Vocational School Guide 

Contents: The directory lists 3,525 schools and opportunities for training in more than 200 

careers, skills and trades. Locations of special Job training centers for the handi- 
capped are also listed. 

Cost: $3.95 

Contact: Simon & Schuster ^ Inc. 
1 West 39th Street 
New York, New York 10018 



Contents: Monthly magaeine of the Manpomr Administration of the U.S. Department of Labor. Con- 
tains excellent feature stories on occupations and news of new publicetions and reports. 




Cost; 



Free to black or other minority student organizations, libraries, and college and grad- 
uate school counselors. 



Manpower 



Cost: 



$7.50 per year 
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Contact: Superincendent of Documents 

U.S« Government Printing Office 
Washington, D«C« 20402 



National Career Information Center 

Contents: An APGA service available as of August 1*^72. Includes a monthly newsletter on career 
information and dissemination techniques as well as career trainee bibliographies « 

Cost: Annual subscription * $15.00 to APGA members, $25.00 to others 



Contact: National Career Information Center 
1607 New Hampshire Avenue, N.W. 
Washington, D.C. 20009 



Occupational Outlook Handbook 

Contents: Employment information, for use in career guidance on almost all of the major occupa- 
tional categories in the American economy. 

Cost: $6.25 

Contact: Superintendent of Documents 

U.S. Government Printing Office 
Washington, D.C. 20402 



Oacnq>ationat Outlook Quarterly 

Contents: A publication on the Bureau of Labor Statistics, U.S. Department of Labor, which con* 

tains articles on manpower needs and lists counseling aids and new publications on man^ 
power. 

Cost: $1.50 per year 

Contact: Superintendent of Documents 

V.S. Government Printing Office 
Washington, D.C. 20402 



Voaational Instructional Materials Available from Jcderal Agendee 

Contents: Listing of 1,600 training and curriculum documents produced by federal government agen- 
cies for over 400 instructional programs. Many usable in present form. 



Cost: ''Agriculture" 1780-0836 $1,50 

"Distributive Education" 1780-0837 1.25 

"Health Occupations" 1780-0838 1.00 

"Home Economics" 1780-0839 1.25 

"Office Occupations" 1780-0840 1.00 

"Technical Education" 1780-0841 1.25 

"Trade and Industrial Occupations" 1780-0842 1.50 



Contact: Superintendent of Documents 

U.S. Government Printing Office 
Washington, D.C. 20402 



Job Family Series Booklets (grades 7^14) 

Contents: The Job Family Series Booklets illustrate Jobs that are related through common factors: 
for instance, satisfying similar interests or requiring similar skills. The booklets 
describe a number of jobs at several educational "^evels and provide students with excel- 
lent resource materials. 
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Cost: Complete Set of 20 Booklets $21.00 

Individual Booklets ..... 1.30 

Contact: Science Research Associates » Inc. 
259 East Erie Street 
Chicago, Illinois 60611 



•^4 
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APPENDIX C 




SPECIFIC OCCUPATIONAL SOURCES 



Careev Employment Guide 



Contents: Directory of employerB who offer summer jobs In Industry, utilities, research lebore- 

tories, insurance, finance, retailia^t, government and elsewhere. Also lists the nature 
of employer's business and where to apply. 



Cost: $2.00 



Contact: National Employment Services Institute 
1100 Connecticut Avenue, N.W. 
Washington, D.C. 20036 



Career Guide for Demand Occupation) 

Contents : Unavailable . 

Cost: Unavailable 

Contact: Superintendent of Documents 

U.S. Government Printing Office 
Washington, D.C. 20402 



Career Opportunities 

Contents: The publication contains a serldd of articles designed to help young people to a better 
future through self*guidance. 

Cost: Free 

Contact: Career Information Service 

New York Life Insurance Company 
Box 51 

Madison Square Station 
New York, xva York 10010 



Directory of Occupational Titles, 1965 

Contetits: Two volumes provide a current inventory of Jobs in the An^rican economy and give an 

extensive analysis and description of what each invotvi^a and the traits needed by the 
worket^. 

Cost: Volume I, Definition of Titles $5,00 

Volume II, Occupational Classifications 4,25 

There have been two supplements published since 1965. 

Supplement I (published in 1966) $2.25 

Supplement II (published in 1968) , , 1,5Q 

Contact: Superintendent of Documents 

U.S. Government Printing Office 
Washington, D.C. 20402 



Federal Career Directory (San Franciscc Region) , 1966 

Contents: Describes careers with the federal government for college graduates. 
Cost: $1.50 
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Contact: U.S. Civil Service Commission 
450 Golden Gate Avenue 
Box 36010 

San Francisco, California 94102 



Oooicpational Handbook of the U.S. Air Forae 

Contents. *A manual for vocational guidance counselors containing Air Force career field briefs • 
Cost: Free 

Contact; Your local United States Air Force Recruiting Officer 
or 

Headquarters, U.S. Air Force 
The Pentagon 
Washington, D.C. 20330 

Note: Similar manuals are available for the other Armed Services* Contact the appropriate 

recruiting offices for further information. 

Contents: PENNscripts provides curren^ occupational information on over 200 occupations in 

Pennsylvania* Included are Job descriptions, employment outlooks and training oppor- 
tunities. Information is continually revised to reflect current labor market trends* 

Cost: Free 

Contact: PENNscripts Production Center 
5601 Allento\^ Boulevard 
Harrlsburg, Pennsylvania 17112 
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APPENDIX D 



AUDIO-VISUAL RESOURCES 



Career Deak^Top Kit 

Contents: The kit is designed to be used by counselors at their desks and by students exploring 
careerr. The kit will supplement other occupational material ir the career center. 

Cost: Senior kit $125.00 

Junior kit IIA.50 

Contact: Careers » Inc. 

P.O. Box 135 

Urgo, Florida 335A0 

Note: The above kits include a one-year subscription to Updating Guidance Service. 

Semiskilled Cavee'^ Kit 

Contents: The kit is designed to be used with potential high school dropouts or those not planning 
additional formal training beyond high school. The kit contains 150 career briefs i 
summaries and Job guides on semiskilled and unskilled Jobs. Also included with the pur- 
chase of the kit is a one-year subscription to the Semiskilled Careers Service. After 
the first year» the kit can be kept up-to-date by the Semiskilled Careers Service 
(mailed three times a year) - approximately 60 items, $12.50 per year. 

Cost: $42.00 f.o.b. 



Contact: Careers, Inc. 

P.O. Box 135 

Largo, Florida 33540 

Industrial Career Kit (skilled and teahn^'-^al) 

Contents: The kit Is designed for high school vocational education and industrial arts students. 

The kit contains 150 industrial, semiskilled and technical career briefs and summaries. 
Also included is a cross-reference to easily locate specific and related career titles. 

Cost: $42.00 (includes a one-year subscription to the Industrial Careers Service) 

Contact: Careers, Inc. 

P.O. Box 135 

Largo, Florida 33340 

Note: After the first year, the kit can be kept up-to-date by the Industrial Careers Service 

(mailed three times a year) - approximately 40 career titles, $7.50 per year. 

Business Careers Kit 

Contents: The kit contains over 120 briefs, summaries, reprints and posters. The kit includes a 
one-year subscription to the company's Business Careers Service. After the first year, 
the kit can be kept up-to-date by the Business Caraers Service (mailed three times a 
year) - approximately 30 titles, $6.00 per year. 

Cost: $34.50 f.o.b. 

Contact: Careers, Inc. 

P.O. Box 135 

Largo, Florida 33540 
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Health Caveeva Kit 



Contents; The kit contains over 120 career pamphlets on skilled, semiskilled, professional and 
semiprofessional jobs in the health field* 

Cost: $34.50 f.o.b. 

Contact: Careers, Inc. 

P.O. Box 135 

Largo, Florida 33540 



Professional Caree'^s Kit 

Contents: Designed for college^bound high school students. The kit contains over 500 career items 
including a one*year subscription to an updating service mailed three times a year* 
After the first year, the updating service (of about 100 items) is $18*00 per year* 

Cost: $75*00 f.o.b. 

Contact: Careers 9 Inc* 
P.O* Box 135 
Largo, Florida 33540 



Job Opportunities 

Contents; Job Opportunities, a program of 50 full-color film loops, is designed for noncollege- 
bound students. The series covers occupations taken directly from the Oooupat'^'-onal 
Outlook Handbook published by the U.S. Department of Labor, Bureau of Labor Statistics. 
On-the-spot camera studies generously range from manual occupations to technical labora- 
tory work and cover the fields of building construction, health services, sales and 
services, repair work, manufacturing, transportation, communications and public utilities. 



Cost: $22.00 per filiQ loop 

Contact: Encyclopaedia Britannica Education Corporation 
2494 Teagatden Street 
San Leandro, California 94577 

Note: If 10 or more 8mm film loops are ordered, a 20 per cent discount is offered* If the 

order is over $650.00, a free technicolor super i^xm projector is offered* 

Super 6 Silent Film Loops 

Contents: A listing of several industrial film loops of possible interest to career centers. 



Cost: Prices vary according to the topic. 

Contact: BFA Educational Media 
2211 Michigan Avenue 
Santa Monica, California 90404 



Joha for the 19?0'q 

Contents: The visual is a slide presentation with an accompanying text about present and future 
job opportunities for today's students. It Is designed to be used with students, 
counselors, teachers, parents and other interested individuals and provides information 
on the kinds of Jobs available, the industries in whlcli they are found, the qualifica- 
tions for them and insights into the prospecLlvn competitive situation for young people 
seeking to enter the Jobs. The presentation consists of 40 slides and i« highly recom- 
mended for purchase by career centers. 

Cost: $10.00 
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Contact: U.S. Department of Labor 

U.S. Government Printing Office 
Washlngtoni D.C. 20402 
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Career Information Kit (revised grades 9^14) 

Contents: The Career Information Kit contains a user's guide ^ Index^ 20 student Instruction sheets 
and approximately 600 career Information publications filed in Indexed folders. The 
kit comes in a two-drawer, flip-top metal file on wheels that can be rolled easily from 
room to room* The lower drawer is free for additional materials. The user's guide con- 
tains an index to the briefs, a detailed explanation of the Career Information Kit mrtc- 
rials and instructions for use. The index includes a complete cross-reference to Dewey 
Decimal classification numbers that direct the student to further exploratory subject- 
matter reading* 

Cost: Career Information Kit (in case) $215.00 

Career Information Kit (iu file cabinet) 305.00 

Contact: Science Research Associatesi Inc. 
259 East Erie Street 
Chicago, Illinois 60611 

College Ooaupational Exploration Kit 

Contents: The kit is designed to provide college-age persons with a systematic and personalized 
approach uo career exploration. It contains an occupational scanner — a special coding 
device designed to help the student focus on specific occupations appropriate to his 
educational aspirations, verbal abilities, niimerlcal skills and special Interests. Also 
Included are 274 occupational briefs, 12 Job family series booklets, 25 student guides, 
alphabetical list of occupational briefs and four guidance series booklets. 

Cost: College Occupational Exploration Kit $90.50 

Student Guides (25 per package) 7.00 

Specimen Set 2.65 

Contact: Science Research Associates, Inc. 
259 East Erie Street 
Chlt:ago, Illinois 60611 

Job Experience Kit (grades 8^12) 

Contents: The kit provides a collection of work-simulation experiences in 20 vpresentative occu- 
pations. Developed by Dr. John Krumboltz, each kit is designed to give students an 
opportunity to successfully solve problems typical of a particular occupation. Based on 
positive research findings, the Krumboltz kits have been demonstrated to be highly 
effective in generating student Interest in career exploration. 

Cost: Job Experience Kit $130.00 

Complete Set of 20 Answer Sheets 10.00 

Specimen Set . 3^25 

Contact: Science Research Associates, Inc. 
259 East Erie Street 
Chicago, Illinois 60611 

Filma on Manpou>er 

Contents: A group of 32 films covering hundreds of jobs as well as techniques to be used for look- 
ing and applying for Jobs, keeping it once tt*s found and winning advancement. 

Cost: May buy or rent - rental fees range from $7.50 to $12.50 
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Contact; National Audio-Visual Center 

General Services Administration 
Washington » D,C* 20409 
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CAREER UNIT OUTLINE 



Grade 9 Subject: Civics Unit No. IV 



I. OBJECTIVES 

A. General 

1. To engage each student in the process of self-assessment by helping him develop an 
awareness of his own interests, abilities, values and attitudes. 

2. To assist each student in relating his interests, abilities, values and attitudes to 
possible vocational and avucational areas. 

3. To develop in each student as many of the skills as he is ready for which will help 
him to be self-directing and autonomous in collecting information and planning for 
the future. 

4. To help each student enhance his critical thinking ability. 

B. Specific 

1. Orient;ation to the CRC in a meaningful way which relates directly to the individual 
student's self-assessment and resultant need for information. 

2. To prepare each student to be involved in a responsible way in his academic and voca- 
tional planning. 

a. Identification of interests. 

b. Awareness of values and how he expresses them. 

c. Knowledge of his ability levels. 

d. Awareness of his attitudes » their origin and expression. 

C. Skills - Knowledge Of and Proficiency In 

1. Writing for information. 

2. Making use of the CRC. 

3. Questioning or interviewing resource people. 

D. Understanding 

1. Awareness of his strength and weaknesses. 

2. Knowledge of requirements tor future plans. 

3. Development of a plan for high school which is appropriate for future plans so he 
sees the relevance of one for the other and involves himself in a responsible way in 
choices and decision-making. 



II. CONTENT 

This is not an information imparting unit. Rather, each student is guided through 

activities designed to help him to discover things about himself and then to relate this 

"self-understanding'* to his immediate world and to the future. 

A. Analysis of Career Possibilitiea Today 

B. Individual Occupation Interest Inventory 
1. Kields of interest. 
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2. Types of interest. 

3. Level of interest, 

4. Transfer of interest scores to possible careers. 

C. Exercise to Determine Student's Values and Attitudes 

D. Exercise to Examine Student's Ability and Achievement Level 

1. Encourage self-examination. 

I 

2. Situation evaluation by student. 

E. Developing Skills Used in Finding Careers 

1. Letter writing. 

2. Career research. 

3. Role playing (interviewing). 

F. Scheduling 

!• Introduction of program of studies. 
2. Tentav *^e four*-year plan. 
3« Scheduling for 10th grade. 

III. TEACHING PROCEDURES 

A* Initiatory Activities 

1. Explanation of unit objectives. 

2. Filmstrip - •'Your Career Today." 

B. Developmental Activities 

1. Interest inventories. 

a. Testing. 

b. Scoring. 

c. Evaluation. 

2. Value identification. 

3. Attitude identification. 

4. Ability and achievement assessment* 

a. Review of previous testing. 

b. Situation evaluation. 

5. Skills. 

a. Career research techniques. 

b. Letter writing for career information. 

c. Role playing. 

d. Interviewing and questioning. 

C. Culminating Activities 

1. Filmstrip - "Choosing Your Career." 
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2. Reporting on information acquired through use of skills o\\ career area of interest to 
student:. 

3. Planning future course of study. 
Resources and Materials 

1. Guidance Associates. "Choosing Your Career.** New York: Guidance Associates, 1968. 

2. Guidance Associates. "Preparing for the Jobs of the 70's.** New York; Guidance 

Associates, 1968. 

3. Katz, Marlin R. Yog; Today and Tomorrow . Princeton, New Jersey: Educational Test- 

ing Service, 1959. 

4. Mountan, Norma. Address List for Career Information . North Hills, Pennsylvania; 

Career Resource Center, 1971. 

5. Mountan, Norma. Bibliography of References and Career Information in Career Resource 

Center . North Hills, Pennsylvania: Career Resource Center, 1971. 

6. Mountan, Norma. **Occupational Scene.*' North Hills, Pennsylvania; Career Resource 

Center, 1971. 

Evaluation 

A student questionnaire is included in the student workbook and will be collected 
and analyzed at tne end of the unit. Teachers will be asked to evaluate the unit and 
counselors also will evaluate the effectiveness of the unit in helping students with a 
four-year plan and their scheduling for 10th grade. 
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NH High focusing on careers 



Hils mttk has been designated as 
Math*Science Career Week at North 
Hills Senior High School. 

Friday seven consultants will 
discuss careers related to mathematics 
and science with interested students 
like Sandee Canon and Jim Habel. 

Filmi and a display booth feature 
careers in the two fields. 

North Hill.t has a four* year 
academic mathematics program with a 
fifth year program in which linear 
algebra and analytical geometry are 
available. 

Robert Waldfogle is coordinator of 
mathematics instruction in grades in 
through 12. 

The science department, headed by 
Ivor Smith, offers a four year pro- 
gram including two years of biology, 
two years of physics, one year of high 
school chemistry and an advanced 
placement chemistry course, carrying 
college credit. 

Seventeen teacherc are involved in 
the mathematics and science 
instruction in the senior high school. 

Sandee. 17. lives at 218 Connie Drive. 
RoAs. She is editor of the r«orth Hills 
yearbook. "Norhian," is active in 
Junior Achievement and received a 
letter of commendation from the 
National Merit Scholarship Corp. 

Just last week she was recognized as 
an Exceptionally Able Youth. 

She is inter ested in medicine and has 
been accepted by the University of 
Michigan. 

James. 17. lives at 14 Doulton Road. 
Ross He IS a member of the National 
Honor Society. Bowling and Political 
Science clubs. 

He received a tetter of 
commendation from the National Merit 
5k!holarshipCor| and is active in Junior 
Achievement. 

He plans tc major in some phase of 
science 

/irthur J. Hartman is principal at 
the nigh school. 

Earlier. News* Kecord Incorrectly 
identified last week as Career Week. 





Jamtt Habel 



Sand«e Carton 



Arthur J. Hartman 
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.^^>. YOUR SCHOOLS 




VOL. 17 NO. 2 NORTH HILLS SCHOOL DISTRICT • OECEMIER, 1970 

NEW CAREER CENTER GIVES 
UP-TO-DATE LIFE-WORK DATA 




Mrs. Mountan, Senior Jeff Jahn. and Mr. Scholl. Director of Secondary Education, 
view a career film strip; poster In background reads; 'Jobs happen — Careers Don't." 



A C aa'L-r Resource CcnkT. one of 
oniy live in PcnnsyK :inia, opened I'orni- 
.ill} oit Oetobcr 2e) in West Viess' Jr. 
Hiilh for Use of all Norlh Hills Di^lriel 
^Indents 

I he C enter, designed lo help young 
people in the inerejslngl) complex 
prt>eess of career plaiinini!. Is being 
Imaneed Ironi federal funds for a Ihree- 
>ear peruul. aeeoriliiig to Mr. James 
HiggiMs. l)ireLU)r of Pupjl Ser\iees. 

I wo micro-\ iew crs and prinlei s 
show joh deseriplKMs and piclures. and 
pru'il (Kit the inforinalion on S 2 x I 1- 
mch sheeis. Job data * elude traits and 
t*- lining required, opportunities, sakiiy 
information, and sshere lo get further 
details. I he C enter now has 250 
ji^b descriptions on key-punched data 
cariK. Ciilled "inicro-liche." 

I he (*en;er also has Mts. each con- 
taining information on IM) jo[)s — pro- 
fessioiKil, semi-professional and tech- 
nical, printed on x H-inch c;Kds. 

There is a set of Vocational Ciuidance 



Manuals covering 56 careers, a hand- 
book of job facts, and an l-neyclopedia 
of Careers, as well as liles of current 
joh Information, lilmstrips. tapes, and 
other hooks and pamphlets. 

The Center will he open H:00 a.fn, 
/(> J.JO p.m.. Monday thnmoh f-riitay, 
and 7:00 to 9:00 p.m. TliurJays. so 
that parents as weK a.\ sutdents may 
eomein. 

Mrs. Norma Mountan. counselor for 
the Center, assists students in learning 
about careers, and serves as a resource 
person to teachers and other counselors. 

The Center has been established by 
the Vocational Guidance Section of the 
Pennsylvania Bureau of Pupil Person- 
nel Services. 

At the end of the three-year period, 
the school district may decide whether 
it wishes to lake over the Center on a 
permanent basis. 

Mrs. Jeri McGregor is clerk for the 
Center. 
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BrjDGET* 



Personnel 

1 CRC Director $10,500,00 

1 Paraprofesslonal 9 $18 per day for 180 days 3,240.00 

1 Consultant 0 $100 per day for 2 days 200.00 

Benefits 

IS per cent of the salaries for the CRC Director and the Paraprofessional only . . . 2,061.00 
Travel 

1,500 miles @ 10c per mile 150.00 

Office Supplies 

Paper, pencils, etc. 9 $10 per month for 12 months 120.00 

Communications 

Telephone 9 $6 per month for 12 months 72«00 

Postage 0 $8 per month for 12 months 96.00 

Equipment 1,764.50 

Materials 3»710>83 



GRAND TOTAL $21,914.33 



*Theae are only suggested budgetary figures and are subject to local variations. 
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REMOVED PRIOR TO ITS BEING SUBMITTED 
TO THE ERIC DOCUMENT REPRODUCTION 
SERVICE. IT WAS A PHOTOGRAPH WHICH 
WOULD NOT REPRODUCE IN MICROFICHE. 
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VENDORS FOR CAREER MATERIALS AND BQUIFMENT 



Allyn and Bacon, Inc. 

470 Atlantic Avenue 

Boston, Massachusetts 02110 

American Guidance Service 

Publishers Building 

Circle Pines, Minnesota 55014 

American Radio Relay League, Inc. 

Department S?S-7l 

Newington, Connecticut 06111 

American Red Cross 

Local Red Cross Chapter 

Arco-Rosen Publishing Company 
219 Park Avenue South 
New York, New York 10003 

Argus 

Distributors- Churchill-Wexler 
Film Prod. 

801 North Seward Street 

Los Angeles, California 90000 

Adsociated Publishers 
Guidance Publications Center 
Los Altos, California 94022 

Association Films, Inc. 

600 Madison Avenue 

N'ciw York, New York 10022 

Bailey Film Associates, Inc. 
6509 Delong Avenue 
Hollywuoa, California 90028 

Bellman Publishing Company 
Box 172 

Cambridge, Massachusetts 02136 
Best Foods 

Division of CPC International 
Creative Craft) 
P.O. Box 307 

Coventry, Connecticut 06238 

Bowmar Publishing Corporation 

622 Rodier Drive 

Glendale, California 91201 

Bureau of Audio-Visual Instruction 

1327 University Avenue 

P.O. Box 2093 

Madison, Wisconsin 53701 

Careers, Incorporated 

P.O. Box 135 

Urgo, Florida 33540 

Cassettes U..limited 
Roanoke, Texas 76262 



Children's Press 

1224 West VanBuren Street 

Chicago, Illinois 6CS07 

Chronicle Guidance Publishing 

Company 
Moravia, New York 13118 

College Entrance Examination Board 
Publications Order Office 
Box 592 

Princeton, New Jersey 08540 

Consulting Psychologists Press 

577 College Avenue 

Palo Axto, California 94306 

Continental Press 

1261 Broadway 

New York, New York 10001 

Coronet Films 

65 East South Water Street 
Chicago, Illinois 60601 

Creative Visuals 
Box 1911-8 

Big Springs, Texas 79720 

CCM Information Corporation 

909 Third Avenue 

New York, New York 10022 

Curriculum Materials Corporation 
1319 Vine Street 

Philadelphia, Pennsylvania 19107 

Denoyer-Geppert 

5235 Ravenswood Avenue 

Chicago, Illinois 60640 

Doubleday Multimedia 
School and Library Division 
Garden City, New York 11530 

Dow Chemical Company 
Specialty Products, Bulk 
Literature Department 
First and Waters Street 
Bay City, Michigan 48706 

Eastman Kodak 
Audio-Visual Division 
343 State Street 
Rochester, New York 14650 

Educational Dimension Corporation 
Box 146 

Great Neck, New York 11023 

Educational Horizons Press 
Box 751 

Melville, New York 117A6 
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Educational Progress Corporation 
8538 East Alst Street 
Tulsa, Oklahoma 74415 

Educational Reading Service 
320 Route 17 

Maheval, Mew Jersey 07430 

Educational Sensory Progvainning 
Route 1, Box 418A 
Jonesboroi Arkansas 72401 

Educational Testing Services 
Princeton, Mev. Jersey 08540 

Edu-Craft» Incorporated 
6475 DuBols 

Detroit, Michigan 4fr;0 

Encyclopedia Brltannica 
425 North Michigan Avenue 
Chicago, Illinois 60611 

Eye-Gate House » Incorporated 
146*01 Archer Avenue 
Jamaca, New York 11435 

Federal Aviation Admin< 
Film Library AC-921 
P.O. Box 25062 

Oklahoma City, Oklahoma 73125 

Ferguson, J« G« Publishing Co. 
6 North Michigan Avenue 
Chicago, Illinois 60602 

Film Associates of California 
11C39 Santa Monica Boulevard 
Los Angeles, California 90025 

Finney Company 

Minneapolis, Minnesota 55401 

General Motors Corporation 
Public Relations Film Library 
General Motors Building 
Detroit, Michigan 46202 

Guidance Associates 
Pleasantville, New York 10570 

Harcourt, Brace and World, Inc. 

757 Third Avenue 

New York, New York 10017 

Holt, Rinehart and Winston, Inc. 

363 Madison Avenue 

New York, New York L0017 

Houghton-Mifflin Company 
2 Park Street 

Boston, 'Massachusetts 02107 



Household Finance Corporation 
Money Management Institute 
Prudential Plaxa 
Chicago, Illinois 60601 

Interstate Printing and Publishing 

Company 
Jackson Street 
Danevllle, Illinois 61834 

Johnson Motors 

Solana Studios 

4365 N-^rth 27th Street 

Mllwau<ee, Wisconsin 53216 

Kalmback 

1027 North 7th Street 
Milvatskee, Wisconsin 53233 

King Features 

235 East 45th Street 

New York, New York 10017 

McGraw-Hill 

330 West 42nd*Street 

New York, New York 10017 

Modern Film Rentals 

1212 Avenue of the Americas 

New York, New York 10036 

National Career Consultants 
7027 Twin Hills Avenue 
Dallas, Texas 75231 

National Dairy Council 
117 North Canal 
Chicago, Illinois 60606 

National Education Association 
1201 16th Street, N.W. 
Washington, D.C. 20036 

National Gallery of Art 
Extension Service 
Washington, D.C. 20565 

National Vocational Guidance 

Association 
1607 New Hampshire Avenue, N.W. 
Washington, D.C. 20009 

Newenhouse, H., Inc. 
1825 Willow Road 
Northbrood, Illinois 60093 

Owen, F. A. Publishing Company 
Dansvllle, New York 14437 

Palmer Publications 
25 West 45th Street 
New York, Nev York 10036 
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Pennsylvania Department of Education 
Box 911 

Harrisburg, Pennsylvania 17126 

Pennsylvania Department of Health 
Film Library 

Division of Public Health Education 
P.O. Box 90 

Harrisburg, Pennsylvania 17120 

Pflaum/Standard 

36 West Fifth Street 

Dayton I Ohio 45402 

Popular Science Audio-Visuals 
5235 Ravenswood Avenue 
Chicago, Illinois 60640 

Q-Ed. Prod. 

P.O. Box 1608 

Burbank, California 91505 

Science Re&earch Associates, Inc. 
259 East Erie Street 
Chicago, Illinois 60611 

Sextant Systems, Inc. 
3048 North 34th Street 
Milwaukee, Wisconsin 53210 

Shakespeaie Sporting Goods Division 
Advertising Department 
241 East Kalamazoo Avenue 
Kalamazoo, Michigan 49001 

Shell Oil Company 
Public Relations 
One Shell Plaza 
Houston, Texas 77002 

Society for Visual Education, Inc. 
1345 Diversey Parkway 
Chicago, Illinois 60614 

Stackpole Books 

Cameron and Kelker Streets 

Harrisburg, Pennsylvania 17105 

Sterling Films 

600 Madison Avenue 

New York, New York 10022 

Superintendent of Docuirents 
U.S. Government Printing Oi'fice 
Washington, D.C. 20402 

Troll Associates 

East 64 Midland Avenue 

Puramuflf New Jersey 07652 

United States Department of Labor 
Washington, D.C. 20402 

United Transparencies 
P.O. Box 668 

Binghamton, New York 13902 



Universal Publishing Conpany 
Moravia, New York 13116 

University of Minnecota 
Department of Audio-'Visual 

Extension 
2037 University Avenue, S.E« 
Minneapolis, Minnesota 5S4S5 

Valient, Incorporated 
237 Washington Avenue 
Hackensack, New Jersey 07602 

Visual Education Consultants 
2066 Helena Street 
Madison, Wisconsin 53701 

Vocational Biographies 

Sawk Center, Minnesota 56378 

Vocational Films 

111 Euclid Avenue 

Park Ridge, Illinois 60068 

Western Publishing Company 

850 Third Avenue 

New York, New York 10022 

Wilson and Company 
Public Relations Department 
2233 West Street 
Rlvergrove, Illinois 60171 

Winchester Press 

460 Park Avenue 

New York, New York 1(022 

Young Peoples Records 
Children's Record Guild 
100 6th Avenue 
New York, New York 10022 
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EQUIPMENT 



Unit Vendor & Description Total CoBt 

2 DuKane Automatic Sound Fllmstrlp Projector Cassette 28A11A 0 $275.00 each . . $ 550.00 

3 Super Scope C-101 Cassette Recorder 0 $43.50 each 130.50 

1 Murdock Listening Center LC-MAD-IV @ $30.00 each 30.00 

1 Murdock MADl-1 Audio Deck (8 Headsets) @ $90.00 each 90.00 

2 Kodak Ektallt?. 120 Readers @ $100.00 each 200.00 

2 Bulletin Boards @ $25.00 each 50.00 

2 File Cabinets @ $75.00 each 150.00 

2 Units of Shelving @ $51.00 each 102.00 

3 Pamphlet Rack @ $100.00 each 100.00 

2 Porto-Carroll 660 Model @ $80.00 each 160,00 

■1 50 X 50 Dallte Video A Lenticular Screen @ $62.00 each 62.00 

1 Bennent File Plan 9 $20.00 each 20.00 

1 Lighted Viewer (? $120.00 each 120.00 

EQUIPMENT TOTAL $1,764.50 

MATERIALS 

Unit Vendor & Description Total Cost 

Cassette & Film Strip Seta 

Guidance Associates 
Pleasantvllle, New York 10570 

1 High School Course Selection and Your Career @ $42.00 eacn $ 42.00 

1 Choosing Your Career (3 $42.00 each 42.00 

1 I Wish I'd Kn^vu Th«it Before I Went to College @ $42.00 each 42.00 

1 A Job That Goes Some P^ace @ $42.00 each 42.00 

1 Linking Your Job and Your Life @ $42.00 each 42.00 

1 Trouble at Work @ $42.00 each 42.00 

1 On the Job? Four Trainees @ $42.00 each 42.00 

1 Your Future Through Vocational Education (3 $42.00 each 4^.00 

1 You and Your College Entrance Exam @ $42.00 each 42.00 

1 An Overview of Technical Education @ $42.00 each 42.00 

1 Preparing for the Jobs of the VO'a @ $42.00 each 42.00 
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Onit Vendor & Deacription Total Cost 

1 What You Should Know Before You Go To Work @ $42.00 each 42.00 

1 Your Job Interview @ $42.00 each 42.00 

1 Job Hunting: Where to Begin @ $42.00 each 42.00 

McGrav-Hill Book Cooipany 

330 West 42nd Street 

New York, New York 10017 

1 Agriculture and Industry @ $57.50 each 57.50 

1 Children's World Series @ $32.50 each 32.50 

1 Community Helpers Set I @ < < ; . ach 41.00 

1 Community Helpers Set II ^ ^ ' each 41.00 

1 Types of Cities @ $57.50 eaci 57.50 

1 Systems In Our City @ $49.50 each 49.50 

1 Family Living Set II @ $57.50 each % 57.50 

1 Family Living Set III @ $57.50 each 57.50 

1 School Series @ $57.50 each 57.50 

1 World of Work Set X & II @ $110.00 each 110.00 

1 World of Work Set III @ $110.00 each 110.00 

Educational Sensory Programming 
Route 1, Box 418A 
Jonesboroi Arkansas 72401 

1 Case 1 @ $105.84 each 105.64 

1 Set of 6 Cassettes @ $29.40 each set 29.40 

1 Case 2, 3, 4 and 5 (? $436.59 436.59 

Science Research Associates » Inc. 
259 East Brie Street 
Chicago* Illinois 60611 

1 Occupational Exploration Kit @ $107.00 each .... 107.00 

1 Widening Occupational Roles ft $170.00 each 170.00 

2 Job Experience Kit 9 $130.00 each 260.00 

1 Focua on Self-Development 9 $212.00 each . 212.00 

Harcourtr Brace t Jovanovltch 

737 Third Avenue 

Mev York* Mew York 10017 

1 Psychology Today Game (Set of 10) 9 $50.00 each • S0«00 
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Unit Vendor & Description Total Coat 

Careers » Incorporated 

P.O. Box 135 

Largo, Florida 33540 

1 Desk Top Career Kit (J.H.S.) (3 $114.50 each 114.50 

Finney Company 

Minneapolis, Minnesota 55401 

1 Occupational Guidance Series (5 Units) Pxus Rack 9 $320.00 each 320.00 

Superintendent of Doci"nents 
U.S. Ciovernment Prlntlvig Office 
Washington^ D.C. 20402 

2 Occupational Outlook H^.idbook (? $5.00 each 10.00 

1 Dictionary of Occupational Titles (DOT) - 3 Volumes 9 $10.00 each 30.00 

J. G. Ferguson PubllSiiing Co. 
6 North Michigan Avenue 
Chicago, Illinois 60602 

1 Encyclopedia of Careers @ $1J.00 rach 10.00< 

2 Career Opportunities @ $12.00 each 24.00 

CCM Information Corporation 

909 Third Avenue 

New York, New York 10022 

1 College Bluebook @ $90.00 each 90.00 

Chronicle Guidance Publishing Company 
Moravia, New York 13118 

1 College View Deck @ $B5.00 each 85.00 

1 Occupational View Deck 9 $85.00 each 85.00 

Universal PuMlsi.lng Company 
Moravia, Ne,^ >ork 1.3118 

1 Vocational Guidance Manual Set <3 $107.00 each 107.00 

Guidance tsociates 
Pleasantville, New York 10570 

1 Careers in Depth Series (45 books) @ $145.00 each 145.00 

Educational Testing Services 
Princeton, New Jersey 08540 

30 Deciding Booklets @ $2.00 each 60.00 

MATERIALS TOTAL $3^710. 83 
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PENNSYLVANIA OCCUPATIONAL QUESTIONNAIRE (POQ) 



DIRECTIONS: Following Is a series of statements and questions about occupations and work. On your 
answer sheet blacken the circle for the choice which best completes the statement or answers the 
question. 

1. Who do you think would have to do the most lifting of heavy objects? 

o bank guard 
o farmer 
o barber 
o cashier 

2. Which job requires the least time In school? 

o engineer 
o accountant 
o physician 
o plumber 

3. Wliich of these jobs has the highest starting salary? 

o nurse 

o waiter 

o engineer 

o 2nd grade teacher 



VOCATIONAL DEVELOPMENT INVENTORY (\T)I) 



DIRECTIONS: There are a number of statements about occupational choice and work listed In this 
booklet. Occupational choice means the kind of Job or work that you think you will probabl); be 
doing when you finish all of your schooling. 

If you agree or mostly agree with the statement, use your pencil to blacken the circle in the 
column headed T on the separate answer sheet. If you disagree or mostly disagree with the state- 
ment, blacken the circle in the column headed F on the answer sheet. 

I £ 

o o 1. Once you choose a job, you cannot choose another one. 

0 0 2. In order to choose a job, you need to know what kind of person you are, 

o o 3. I plan to follow the line of work my parents suggest. 



THINK ABOUT THE CAREER RESOURCE CENTER 



DIRECTIONS; With the following, first read the phrase, "Think About the Career Resource Center,'* 
then glance down at each pair of words. Mark your response on Side 2 of the ansv/er sheet. Move to 
the next set and do the same. Please answer every item . 

Neither 

Very Quite Somewhat or Both Somewhat Quite Very 

1. Unworthy JL_ _2_ 3_ Worthy 

2. Unrewarding _2_ Rewarding 

3. Unsatisfactory 1 2 _3_ Satisfactory 
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THINK ABOUT THE GUIDANCE PROGRAM 



DIRECTIONS 8 With the following, first read the phrase, *'Think About the Guidance Program,** then 
gli ice down at each pair of words. Mark your response on Side 2 of the answer sheet. Move to the 
nex. set and do the same. Please answer every Item . 



1. Unessential 

2. Harmful 

3. Meaningless 



Neither 

Very Quite Somewhat or Both Somewhat Quite Very 



1 



3 



5 



Essential 

Helpful 

Meaningful 



CAREER RESOURCE CENTER EVALUATION FORM 



1. Have you used the Career Resource Center^ Yes 
If Yes, how many times? 

2. Did you find the materials accessible and organized? Yes 

3. Did you find the equipment In good working condition? Yes 

4. *Dii you find the materials up-to-date? Yes 

5. Did you find th^ Information you needed? Yes 
If No, was there an attempt made to obtain the 
Information? Yes 



No 

No 
No 
No 
No 
No 



Sometimes 
Sometimes 
Sometimes 
Sometimes 
Sometimes 



6. Check the ones that seem to be the most useful to you In making career decisions. (Each center 
make a list. ) 



CRC EQUIPMENT AND MATERIALS RATING FORM 



Item 



1. Tape Recorder 



2. Film Strip Projector 



Usage* 
H A L NA 



Cost 
$100 & Up 

$80 & Up 



Comments 

Low maintenance, easy to oper- 
ate and Inexpensive. 

Most popular piece of equipment 
In the CRC. 
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